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SUBJECT: Instructions for Using DD Form 1556, Request, Authorization
Agreenent, Certification of Training and Rei nbursenent

SEE DI STRI BUTI ON

1. DD Form 1556 has been printed and is available for distribution
upon request through normal publications channels. This formwll be
effective immediately for the purposes indicated in the instructions
at Inclosure 1.

2. Upon receipt of DD Form 1556, all locally devel oped forns serving
the sanme purpose as this formw |l be discontinued. Questions or
comments onthe use of DD Form 1556 nay be directed to M. Lacy
Saunders, AV 22-77865 or Area Code 202 - 697-7865.

FOR THE DEPUTY CH EF OF STAFF FOR PERSONNEL:

188000

i
OGDEN C. REED _
1 Incl Chi ef , Trai ni ng and Car eer
as Managenent Divi sion
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Instructions for Using DD Form 1556, Request, Authorizati on,
Agreenent, Certification of Training and Rei nbur senent

A, GENERAL

1. DD Form 1556 will be used to authorize and record training of
civilian enployees in Governnment facilities (intra-agency and inter-
agency), training in non-Governnent facilities, attendance at neetings,
and for Defense Managenent Education Training (DMET) authorized under
the provisions of CPR 410, Training. Procedures for DMET courses are
contained in the DVET Catal og i ssued annually. DD Form 1556 is a
mul ti purpose form designed to reduce the need for a variety of forns
associated with various training incidents. DD Form 1556 nay serve as
any one or all of the following: training request, authorization
obligated service agreenent, certification for rei nbursable or cost-
shared expenses, certification of authorized
expenditures, a record of training, and an eval uation instrunent.

2. DD Form 1556 will be available in three versions: (a) single page
cut-sheet; (b) ten-page manual "packet;" (c) ten-page continuous
version with perforations for use with ADP equi prent.

B. I NSTRUCTI ONS FOR USE

1. Request and Approval of Training

a. Approval of training at Governnent or non-Government facilities
nmust be in accordance with established policy and criteria for such
training to include any special criteria for the selection of non-
Governnent facilities. DD Form 1556 will be used to request and
approve or disapprove all training.

b. Al applicable parts of DD Form 1556 nust be conpleted in
accordance with instructions on the |ast page of the form and
suppl enental instructions contained herein. The managenent official of
the initiating unit, with assistance froma nenber of the training and

devel opnent staff, shall originate the formwall in advance of the
start date of the request training by conpleting sections A, B, and C
of the form Section Dwll be used for approval by the i nediate

supervisor and for certification by the chief of the training and
devel opnent function, or an authorized EDS that the nom nee neets
required prerequisites and that the proper training is in accordance
with regulatory requirenents including the nondiscrimnation provision
on use of non-Governnent facilities. Section E requires certification
of approval or disapproval by the authorized approving official
Section F provides certification of training conpletion and
verification of the training costs. The applicable remining parts of
the formnust be conpleted and distribution made in accordance with

i nstructions on the form and paragraph ¢ bel ow.
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c. Approval of training is required prior to enrolling in, or naking
any commitnent for the training. A copy of the approval form shall be
retai ned according to file retention schedule for review and inspection
purposes. |n addition, a copy of the approval formnmay be placed in
the enpl oyee's official personnel file as a record of training
conpl etion. The approved docunent will also serve as a source docunent
for required training reports.

d. Wen nore than one non-CGovernnent facility can provide training
that nmeets a predeterm ned need, the capability, suitability,
geogr aphi c accessibility, nethods, cost requirenents, qualitative
factors related to curricul umdesign specifications, and performance or
behavi or objectives nust be evaluated. Evaluative information, cost
data, and the recomendation for selection nust be docunented and nade
a part of the enployee training and devel opnent office record. The
enpl oyee devel opnent specialist, with outside help as required, wll
nmake the determination and docunentation as required.

e. Each individual request for training in a non-Government facility
nust be prepared on a DD Form 1556 with an appended narrative statenment
fully justifying the training in accordance with CPR 410. 5.

2. Special Training by Contract. Wen a training course or programis
devel oped by a non-CGovernnent source to neet a specific requirenent, it
is the function of an authorized Contracting Officer to contract for
the training on behalf of and as required by the responsi bl e Enpl oyee
Devel opnent Specialist. In such cases, the Commander nust follow
procedures set forth in the Defense Acquisition Regulation (DAR),

i ncluding the use of approved forns. This precludes using DD Form 1556
as a contracting docunent for training under these conditions; however,
DD Form 1556 nust be conpl eted for requesting and approving training
for each individual to be trained (the DD Form 1556 serves as a backup
docunent to the contracting docunents).

3. Normal (Noncontractual) Training Authority. Training nmay be

aut hori zed and certification for reinmbursenent acconplished by an
appropriate training official using DD Form 1556 when the training is
regul arly schedul ed, open to the general public (for non-CGovernnent
training) and the price of tuition, books, and fees does not exceed
that charged all accepted students. Even though a dollar limtation is
not established under these reinbursenent conditions, the individua
responsi ble for the training and devel opnment function should consult
with the appropriate contracting officer and follow regular contract
procedures when the price exceeds $10, 000. Rei mbursenment of training
whi ch costs | ess than $10, 000 does not have to be submtted to a
Contracting Oficer. The use of reinbursenent procedures is optiona
wi th each enploying activity.
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4. Educational Service Agreenment. As prescribed in section 22, part
9, Defense Acquisition Regulation (DAR), an Educational Service Agree-
nment may be entered into with established educational institutions at
the request of the responsible enpl oyee devel opnent specialist when
approved by a responsi bl e nmanagenent official (see CPR 410. 3-6q).
Under these contractual agreenents, the DD Form 1556 will be used as
the authorizing docunent for the contracting officer to initiate such
agr eenent s.

5. Paynment for Training at Governnent Facilities. Training is
aut hori zed and certified for payment on the DD Form 1556. However,
payment nust be made on fundi ng docunents as described bel ow or on
ot her appropriate docunents.

a. From one DOD Conponent to another DOD Conponent: Use DD Form 1556
as the certifying docunent and DD Form 448, MIlitary |nter-Departnent
Procurenment Request (M PR) as the reinbursenent or fundi ng docunent.

b. Froma DOD Conponent to a Civilian Agency: Use DD Form 1556 as
the certifying docunent and SF 1080, Vouchers for Transfers Between
Appropri ations and/ or Funds, as the reinbursenment or funding docunent.
NOTE: Departnent of the Arny activities using the USCSC central office
training center courses nust show the full nane and address of the
servicing civilian personnel office as the billing office in item 28b of
DD Form 1556. It is the responsibility of the CPOto certify the SF-
1080 for paynent. The properly conpl eted DD Form 1556 and SF-1080 wil |
be forwarded to the appropriate finance and accounting office for
payrment. All comrunications on nominations for CSC central office spon-
sored courses and paynent problems will be handl ed by the servicing CPO

6. Paynment for Training at Non-Government Facilities. When training
is properly authorized by an appropriate training or other nmanagenent
of ficial and does not involve a contracting function outlined in
par agraph 2, above, DD Form 1556 nmy be used for certification for
payment of approved costs incurred in training at non-Gover nment
facilities. Such certification does not involve a contracting function

7. Attendance at Meetings. |In accordance with policy established in
CPR 410.8, DD Form 1556 shall be used for requesting, authorizing,
approving and certifying paynment for attendance at nmeetings in
accordance with instructions on the formand instructions contai ned
her ei n.

C. INSTRUCTI ONS FOR COVPLETI NG DD FORM 1556

I nstructions contained on the reverse side of the singe copy and Copy 10
of the 10-part set will be followed along with the additiona
i nstructions contai ned bel ow.

Iltem A

- Optional use. |f needed, the follow ng applies:

E-4
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- Agency code is DA

- Subel enent indicates the organization to which the enpl oyee is
assi gned. Agency code and subel ement are found together in Item33 in
the lower left corner of an enpl oyee's SF 50.

- Subnmitting office nunber indicates which personnel officer is
responsi ble for the enployee's file. Submtting office nunber is found
after the date in Item35 in the lower right corner of an enployee's SF
50.

Item B

- For local use as needed.

- If used, show U C and fiscal year.

- The use of a serial nunber will facilitate accountability of each
nom nati on.

Section A - TRAI NI NG | NFORVATI ON

Item3b. Nornmally blank. Date of birth is contained in Cl VPERSI NS
dat a bank.

Item4 and 5. Optional. Normally blank except when training
facility needs information to nail pre-course materials.

Item 10. This information is needed to assist the CPOin nonitoring
the cunul ative | ength of non-CGovernnment training in the current decade
of service. This information is not required when requested training is
sponsored by a Federal agency.

Item 14. Use education levels described in 680-330 (ClIVPERSINS-1) in
lieu of the | evels shown on DA Form 1556.

Section B - TRAI NI NG COURSE DATA

ltem 16a. Leave bl ank.
ltem 16c. Leave bl ank.

Item 17a. Wen required by the training facility, enter catal og or
course identification nunber.

ltem 17b. Leave bl ank.

Item 20, Part la. Descriptions of "purpose" are contained in AR 680-
330 (CIVPERSINS-1).
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Item 20, Part Ib. Descriptions of "type" are contained in CPR 410,
Trai ning, and AR 680-330.

Item 20, Part Ic. Refer to AR 680-330, (CIVPERSINS-1) for
definitions. Use Code "1" for sources A-G shown on DD Form 1556.

Item 20, Part Ila. My be used locally if needed to identify
training facility.

Item 20, Part |Ilb. Enter appropriate code when required by training
facility.

Item 20, Part lIlc. Enter appropriate code when required by training
facility.

Item 20, Part I1d. When applicable enter either continuing education
units (CEU) or other credits. Note that the decinmal period for
continuing education units is pre-printed. For other credits enter one
or two nunbers and an H (e.g., three credit hours would be 3H). If
neither CEU nor other credits is applicable, enter NA. Never enter both
CEU and other credits.

Item 20, Part Ile. Enter priority "1" if training is essential to
m ssion or organization; priority "2" if training is required for
repl acenent of skilled enployees; and priority "3" if training is needed
to increase enployee's efficiency and productivity.

Item 20, Part |Ilh. Sone of these training prograns are peculiar to

particular mlitary departments or DOD conponents. It is not necessary
to code all training in one of the prograns. |f necessary, specific
instructions on reporting use of these programs in DA will be issued

| ater.

Section C - COSTS AND BI LLI NG | NFORVATI ON

Item 21a. A separate DD Form 1556 will be prepared for each trainee.
Entry in Item2la will be the sumof Itens 21b and ¢ for each trainee.

Item 21d. Enter the code for the appropriation or fund chargeabl e
for the direct cost expenses shown in item 2la. Funding codes are:

A - Operation and Mai ntenance (OWVA)
- Operation and Mi ntenance, Arny Reserve (OVAR)

B
C - Operation and Mi ntenance, National Guard (OVANG
D

Procurenent of weapons and Tracked Conbat Vehicl es (RPA)
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E - Fami |y Housi ng Managenent Account (FHMA)
F - Arny Industrial Funds (AlF)
G- Mlitary Construction, Army (MCA)
H- Gvil Wrks (CW
| - OMA - Program El enent 878751, Civilian Training, Education

and Devel oprent Program
J - Oher

Itens 21e and f. Generally conpleted by Finance and Accounting Ofice.

ltens 22 and 23. For | ocal use.

ltem 24. I nclude totals of 2la and 25a.

Section D - APPROVAL/ CONCURRENCE

Item 26. |In addition to certifying job rel atedness of the training,
the supervisor is also certifying that the training is fully justified in
terns of imediate job needs or career devel oprent.

Item 27. The chief of the training and devel opnment function or an
aut hori zed enpl oyee devel opnent specialist nust determine if the training
neets regul atory requirements and sign in this item

Item 28. Local use. Nornmally, Fiscal Station Code will be placed in
this item

Item 28b. Insert the full nane and address of the Finance and
Accounting Ofice responsible for paying tuition and rel ated fees.

NOTE: Department of the Arny activities using the USCSC central office
training center courses nust show the full nane and address of the
servicing civilian personnel officer. Upon receipt of SF-1080, Voucher
for Transfers Between Appropriation and/or Funds, from CSC, the CPO wil|
certify the voucher for paynent and forward it to the appropriate finance
and accounting office along with the DD Form 1556. (Qther DA activities
may use this procedure to ensure tinely paynment for training.)

Section E - APPROVAL/ CONCURRENCE

Item 29. The official to whomthe commander has del egat ed approva
authority will sign this item See CPR 410. 3-6g.

Section F - CERTIFI CATI ON OF TRAI NI NG COVPLETI ON

Item 31. The individual having approval authority (item29) wll
conplete this item

E-7
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Section G - FINANCE (COPIES 6 & 7)

Itenms 33, 34, &and; 35. The appropriate officials in the Finance and
Accounting Ofice will conplete these itens in accordance with | ocal
pr ocedures.

Section I - NAILING ADDRESS OF NOM NATI NG AGENCY (COPIES 4 & 5)

Item 35. The full nmiling address of the servicing G vilian Personnel
O ficer will be placed in this item



